
Conferences Module Training Outline 

Section Page Recommended Webinar 

Intro to Conferenes 

 Access 

 Glossary 

Pages 4-5  

Setting Conference Details: 
 Configuration and default settings 

 Default Location 

 Defaults for Conference Attendance 

 Conferences and Work Hours 

 Auto Login 

 Content Categories 

 Sub-content Categories 

 Rooms 

 Objectives 

 Speakers 

 Attachments 

 Survey Forms 

 Rating Scales 

Pages 5 -7 
 
 

Help>Tutorial Videos>Conferences- 
[11.1] Conferences-Setup 

Setting Up Attendance Requirement for 
Conferences: 
 

Pages 9-11 
 
 

Help>Tutorial Videos>Conferences- 
[11.1] Conferences-Setup 

Creating a Conference: 

 Speaker Tab 

 Attachment Tab 

 Links Tab 

 Attendee Notification Tab 

 Competencies & Objectives Tab 
 
Creating a Standalone Conference 
 
Creating a Recurring Conference 

Pages 12-16 
 
 

Help>Tutorial Videos>Conferences-
[11.2] Create a Conference 

Conference QR codes: 

 Creating Virtual Conferences with 
Self Check in 

 Get Conference Links 

 View Conference Roster 

 Taking Attendance 

 Drop ins 

Pages 16-26 
 
 

 

Conference Surveys: 

 Creating a survey form 

 How to distribute a survey 

 Completing surveys 

Pages 27-30 
 
 

Help>Tutorial Videos-Conferences-
[11.6] Conferences-Surveys 

  



Section Page Recommended Webinar 

Managing Conferences: 

 Add 

 Edit 

 Delete 

 Copy 

 Roster 

 Attendance 

 Search 

Pages 30-33  

Conferences Calendars: 

 Display 

 Highlight 

 Custom View 

 Go to this Date 

 View Conferences in a list 

 Print Friendly View 

Pages-33-37 
 
 

Help>Tutorial Videos>Conferences- 
[11.4] Conferences-Create Custom 
Views 

 

Copying & Editing Conferences: 

 Edit a recurring series 

 Taking attendance 

 Copy attendance records 

 Delete a conference with 
attendance records 

Pages 38-43 Help>Tutorial 
Videos>Conferences>[11.3] Taking 
Attendance & Manage conferences 

 

Managing Conference Surveys: 

 Completing Surveys 

 Managing Completed Surveys 
 

Page 44-45  

 



 


